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Welcome to ICMS WCONLINE!  This information is a supplemental guide to the self-
training package that is purchased by users.  If there are any questions or if you are in 
need of any assistance with web submissions contact the State Board of Workers’ 
Compensation at 404-656-3818 or 1-800-533-0682 or visit the Boards website at 
www.sbwc.georgia.gov 
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 Upon completing online registration, you will be requested to validate your role as 
an attorney.  In ICMS, there are several types of users and your role as an attorney 
allows you to perform certain tasks in ICMS.  

 
 The ICMS administrators at the State Board of Workers’ Compensation processes 

your registration, assigns your login ID and your initial password.  You will receive 
your login ID and initial password by U.S. Postal Service.  

 
 If you are locked out please contact our Call Center 404-656-3818 or 1-800-533-

0682.  Your password will be reset and e-mailed to the primary e-mail address.   
 

 You may register two different e-mail addresses as part of your contact information.  
The primary e-mail address will receive all notices, orders, awards and e-mail 
notifications.  Secondary e-mail address will only receive e-mail notifications.  E-
mail addresses should always be current.  If there are any changes to your primary 
or secondary e-mail, update this information by calling our Call Center or edit your 
information under Change Party Address on the home page of ICMS WCONLINE. 

 
 It is essential that the Board is notified of any changes to your e-mail address since 

this is how we communicate with the parties to the claim.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  ICMS Supplemental Guide  3 



 
 

 
Below is a screen copy of the welcome page of our website, follow the listed steps to log in: 

1. Enter Login ID 
2. Enter Password  
3. If password has been forgotten, select Forgot Password? and it will be e-mailed to you.   
4. Scheduled Maintenance and updates will be posted on this page 

 
Login ID - 1  

 
 

 
 
 
 
 
 

 Forgot Password - 3 

Password - 2 

Scheduled Maintenance - 4 
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Below are steps listed to assist you with operating ICMS: 

1. On the center of the screen attorney’s name and role is displayed, verify whether or not 
your name is listed correctly on the screen  

2. Under Attorney Functions you have the ability to: 
a. View all claims you are a party to by selecting My Claim File link 
b. View all scheduled hearings or mediations by selecting Scheduled 

Hearing/Mediations link 
c. Change password by selecting Change Password 
d. Edit your mailing address, phone number and primary/secondary e-mail by 

selecting Change Party Address 
 

 Attorney Functions -2 
 
 

My Claim Files – 2a 

 

Scheduled Hearing/ 
Mediations - 2b Attorney Name 

Displayed and Role Change Password – 2c 

 
Change Party 
Address – 2d 
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Claim-Search Link has the following tabs and functions: 
1. Existing Filed Claims  

Claims you are listed as a party to, this tab allows you to view all your claims and any 
Board forms or attachments filed. 

2. Submit New Claim 
This tab allows you to submit new claims by filing WC-1 or WC-14. 

3. Submit Non Claim Documents 
This tab is used to submit employer/insurer or rehab filings and attachments.  These 
forms are not typically attorney filings. 

4. Attorney Documents 
Existing Forms displays filed WC-102c, Attorney Leave of Absence  
New Forms allows filling of WC-102c, Attorney Leave of Absence, and WC-102b, 
Notice of Representation. 
Attachments this tab permits the attaching of an Attorney Fee Contract. 

5. Pending Forms 
Forms that are being held in the queue waiting for submission 

 

 
 

Attorney 
Documents – 4  Pending Forms - 5 

Submit Non Claim 
Documents -3  

Submit New  
Claims - 2 

Existing Filed 
Claims - 1 
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Under this screen you have the ability to search for files you are shown as a party by using the 
following options: 

o Claim Number 
o Social Security Number (SSN) 
o First and Last Name 
o Date of Injury 
o County of Injury 
o Claim Status 

 Closed 
 Hold 
 Open 
 ReOpened 
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The options to sort claim files and the option to submit a form are listed as follows: 

1. Claims may be sorted by claim number, SSN, name, date of injury and claim status. 
2. Each page displays 5 claims, to view additional claims click First, Previous, Next, Last or 

you may click the numbers displayed in red above the Primary Employer list. 
3. Submit Form link is used to file Board forms. 
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Sample -1 - To sort 
by Claim No., SSN, 
name, DOI 

Sample -2 – To 
view additional 
claims 

Sample 3 -
To submit 
forms 

 
 
 
 
 
 



 
 
 
 

Once employee’s name has been found, select Submit Form (as shown on. Page 8, sample 3) 
then all forms that can be filed will be shown as seen below: 
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CP-NFN – 02 - Change of Address 
MC-NFN – 12 - Rehab Objection (has attachment Link) 
WC-1 - Employers First Report of Injury 
WC-100 - Request for Settlement 
WC-102D - Motion/Objection To Motion (has attachment Link) (Motion for Reconsideration 
will be under Submit Non-Form Docs tab) 
WC-108A - Attorney Fee Approval (has attachment Link) 
WC-108B - Attorney Withdrawal / Lien (has attachment Link) 
WC-14 - Notice of Claim/Request for Hearing/Request for Mediation (fee contract will be 
under Attorney Documents tab and then Attachment tab) 
WC-14A - Notice to Amend Information on a WC-14 
WC-2 - Notice of Payment or suspension of benefits 
WC-200A - Change of Physician/Add'l Trtmt (w/Consent) (has attachment Link) 
WC-200B - Request for Change of Physician/Additional Treatment (has attachment Link)  
WC-243 - Credit/Reduction in Benefits 
WC-25 - Request for Lump Sum or Advance Payment (has attachment Link) 
WC-262 - Wage Documentation of TPD payments 
WC-2A - Notice of payment or Suspension of Death Benefits 
WC-3 - Notice To Controvert 
WC-4 - Case Progress Report 
WC-6 - Wage Statement 
WC-R1 - Request for Rehabilitation (has attachment Link) 
WC-R2 - Rehabilitation Transmittal Forms (has attachment Link) 
WC-R3 - Request for Rehabilitation Closure (has attachment Link) 
WC-R5 - Request for Rehabilitation Conference 
WC-R1CATEE - Request for Catastrophic Designation (has attachment Link) 
 

 
***(Additional filings can be found under Non-Form Documents)*** 
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Use the below steps to submit forms: 
1. Fill out all required fields on the screen.  Also, when submitting forms that have 

attachments, you must fill in all required fields and click Save first.   
2. Then the attachment option will become available, attach document by selecting Browse.  
3. Name document and then click Attach.  The attachment link then will be available.  

When complete click submit.   
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Under this tab is a list of additional documents that are not form driven, meaning that a Board 
form is not needed to attach documents.  Below are the steps to attach documents: 
1. Select Browse 
2. Select document from your files that need to be attached 
3. Select Attach and Submit button 
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Appellant Brief 
Appellee Brief 
Change of Venue 
Employee ADR Brief 
Employee Hearing Brief 
Employer/Insurer/Self-Insurer ADR Brief 
Employer/Insurer/Self-Insurer Hearing Brief 
Enumeration of Error 
Higher Court Correspondence 
Miscellaneous Correspondence (This document type is to be used for the purpose of filing a 
letter in a claim file or correspondence.  Such as a letter regarding a conference call. Do not 
use this document type if there is a response needed.)  
Motion for Reconsideration 
Notice of Appeal 
Notice of Resolution 
Objection to a WC-25 
Rehab Correspondence 
Related Rehab Complaints 
Remand from Superior Court 
Request for Withdrawal 
SITF Reimbursement Request 
STIP 
STIP Supplemental Documents 
Superior Court Appeal 
WC-15 - Attorney Certification for Non Liability Stipulation 
WC-240 - Notice to Employee of offer for Suitable Employment 
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When creating a new claim, first name, last name, date of injury and Social Security Number are 
required fields.  If there is no SSN call our Call Center at 404-656-3818 or 1-800-533-0682 to 
verify whether or not there are any existing claims for claimant.  If there are no priors and a SSN 
is needed, mail in the paper form.  The Board will process the claim.  Once a SSN and claim 
number have been assigned you will be able to file online.  Below are steps for creating a new 
claim: 
 

1. Select WC-1 or WC-14 
2. Fill out required fields and select Search.  If there are any existing claims they will be 

listed.  If not select Create New Claim 
3. Fill in all required fields 
4. Select Submit 
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This option pertains to employer/insurer’s filing; this is not general attorney filings. 
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Under Attorney Documents tab are list of forms that only attorneys may use.  Attorneys may file 
forms and review forms filed.  The three tabs and they are as follows: 
 
1. Existing Forms tab displays WC-102C Attorney Leave of Absence forms that have been 

filed.   
2. New Forms tab have forms WC-102B Notice of Representation and WC-102C Attorney 

Leave of Absence available for attorneys to file. 
3. Attachments tab allows attorneys to upload their fee contract. 
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Pending Forms tab has a list of documents that have been prepared but not submitted to the 
Board.  The ICMS system will hold documents for sixty days.  Once the sixty days have expired, 
the documents will be deleted. 
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